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LOGON SCREEN FOR MODERN

◆ Upon initial login, system will prompt you to change your password
◆ If there are three unsuccessful attempts to log into database, 
system will take you back to main icon screen

◆ System will notify you when unsuccessful log-ins are attempted.

(1) Enter user name

(2) Enter password (3) Click on
connect
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TO CHANGE ROLES              
(responsibilities) . . .

YOU CHANGE HATS

Select Responsibility then click OK  
Note: This screen will only appear if 
you have more than one responsibility
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CHANGING PASSWORDS

◆ Password must be changed every 90 days or system will lock you out.
◆ For security purposes, do not share your passwords.

Click “special”, “change passwords”
to change passwords

Enter old password and
new password twice
to confirm change
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THE NAVIGATOR SCREEN

Responsibility

Click “+” to show
sublevels

Click on hat to change 
responsibilities

◆ If assigned only one Responsibility, after logging on the Navigation
screen will appear displaying a list of tasks to choose from

◆ The Navigation screen is organized with main categories (levels)
and subcategories ( sub-levels).  It is always open
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Click the + or ++ button to display all sub-
levels. Use the - or-- to collapse expanded 
levels  

THE NAVIGATOR SCREEN CONT..
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TOP TEN LIST

(3) Click Add to 
place item on 
top ten list

(2) Highlight item

(1) Click on “special”, choose Top 10 list 

◆ Top Ten List : Quickly opens frequently used items
◆ A Top 10 List can be created for each responsibility assigned
◆ Note: Item description may be worded differently on the top ten list
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TOP TEN LIST CONT.
To open top ten item:
(1) Double click item 
or
(2) Press number key     
on key board  that 
corresponds with item 
number 
or
(3) Select item and 
click open

Select item and click  
remove to delete an 
item from Top Ten list
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WINDOWS FEATURES
(from the People Screen)

◆ Point and click items
◆ Keyboard shortcuts are available under “HELP”

Main menu

Tool Bar

Taskflow
buttons

Message line
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Toolbar Button Functions
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Located on the tool bar or within a 
flex-field and can be used to select 
an item from a list of valid data 
choices for specific data fields
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FINDING EMPLOYEE  INFORMATION

◆ List of names to select from will appear if there’s more than 
one employee in database with same name

(1) Navigate to navigator window
click on “People”, Enter and Maintain

(2) Type the whole or first few  
letters of the employees’ last name    
followed by % (% = wild card)

SSN Can also be used 
to find employee

(3) Click on find
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FINDING POSITION INFORMATION

Status line

(1) Navigate to navigator window,
double click on Work Structures,
then click Position Description 

(2) When position screen is
displayed, press F7 to
query database

(3) Place cursor on the name field 
and type in Position information (see 
next slide for search options) 

(4) Press F8 to run query

Exit 
position 
window
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FINDING POSITION INFORMATION 
Cont.

Other useful shortcuts for  
querying positions are:

By PD #:    63500%

By Title:  %.Secretary%

By Shred #: %.%.12345%

◆ Querying for positions will also work without the % signs

example, for shred# ..12345
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FINDING POSITION INFORMATION 
Cont.

(5) Multiple positions 
may be retrieved after 
running a query.  Use 
the Go on the main 
menu to move between 
positions (records) to 
make a selection

(6) Use the page up or 
down button on the key 
board to find the
desired position 

or
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CREATING REQUESTS FOR 
PERSONNEL ACTION (RPAs)

Example: RPA for 
Salary Change

From the Navigator 
window expand the 
Request for Personnel 
Action and select the 
type of RPA to be 
created or select from 
top ten list  if added
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CREATING REQUESTS FOR PERSONNEL
ACTION (RPAs) page 1

◆ People (employee) and Position information can also be accessed from   
within the RPA by clicking on the Task Flow button

Task-Flow 
buttons

Previous and next
page buttonsNotepad button Change Family button Status field

Refresh Button

The RPA has only 
4 pages

Routing Group button



18

CREATING REQUESTS FOR 
PERSONNEL ACTION (RPAs) page 1 cont.

◆ Cannot process RPAs on yourself nor view your own action in any group-
box to which you are attached

◆ Cannot route to the person you are creating RPA on

If a 
proposed 
effective 
date is not 
entered
the system 
will default 
to ASAP 

Use LOV to populate or 
type full names

Use LOV to find employee or type full name as 
it appears in the data base
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CREATING REQUESTS FOR
PERSONNEL ACTION page 1 cont.

System 
generates 
the RPA# 
only after 
the RPA has 
been saved 
for the first 
time

Populates employee 
information from 
database

◆ Employee must be in the data base for information to populate 

◆ NOA and effective date will be completed at the RSC
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CREATING REQUESTS FOR PERSONNEL 
ACTION (RPAs) - PAGE 2

Information 
populates
from 
database

• Position must be in the data base for information to populate. 
• If not in the data base, place PD number (if applicable), title 
and related information in notes to be built by the RSC

◆ If position is in the database, use the LOV to find it by title

To find position: 

(1) Click in the 
position field then  
click the LOV button

(2) Type the Position 
title and hit OK

(3) Select position 
from list

(4) Search can be 
narrowed by typing 
seq#% after the title 
in the find window on 
the position screen 
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CREATING REQUESTS FOR 
PERSONNEL ACTION (RPAs) PAGE 3

◆ Cost center code is no longer shown on the screen RPA but 
will show on the printed copy

◆ Any cost center changes must be entered in notes
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CREATING REQUESTS FOR 
PERSONNEL ACTION (RPAs) PAGE 4

Include any remarks
from Requesting Office

◆ Remarks entered on part D of the RPA should only be remarks to be 
printed on the NPA (SF50).  All other remarks should be entered in the  
notes or as attachments  
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CREATING REQUESTS FOR 
PERSONNEL ACTION (RPAs) 

Part-C Reviews 
and Approvals no 
longer shows on 
the screen copy of 
the RPA. However, 
permissions will be 
set for Approvers 
and Reviewers 
when their 
accounts are built 
at the RSC.  Once 
the RPA has been 
routed through 
their in-box their 
names will appear 
in Part-C on the 
printed copy of the 
RPA 
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To add notes to RPA, 
click here

ADDING NOTES TO RPA

◆ Up to 2500 characters of information can be entered on the note pad
◆ Notes will print with the RPA
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ADDING NOTES TO RPA cont.

◆ Notes added to the RPA should be informal information such as:  
Conversations pertaining to the action, Status of the action and Area of 
Consideration information.  All notes will print with the RPA
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ADDING NOTES TO RPA cont.

◆ Select New to place a note when no notes already exist
◆ Select Append to add to existing notes

◆ Note: Existing notes will be overwritten if New is selected to 
add to existing notes (always use append to add another note)

Existing note
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Add remarks to be 
transferred to the 
RPA here

ADDING REMARKS TO RPA

◆ Remarks should consist of formal information such as: Career Ladders  
information, PPP exceptions and Certificate information. 
All remarks will print on the NPA
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ATTACHING DOCUMENTS TO RPA
(1) click the attachment Icon

◆ Attachments can be added to RPAs that you created or to RPAs sent to 
you  through your Civilian Inbox 

◆ Samples of attachments are: PDs, COREDOCs and Crediting Plans
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ATTACHING DOCUMENTS TO RPA cont.

(2) Click in the category field 

(4) Type description 
of attachment

◆ Items 1 through 5 are required for all types of attachments

(5) Use LOV to 
select Data Type

(3) Use LOV to select
category 

(1) A number is automatically 
assigned to each attachment in 
sequence of 10
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ATTACHING DOCUMENTS TO RPA cont.

◆ Under Category, use Miscellaneous to attach documents from 
a non-Modern source (i.e. MS Word)

◆ An alternative to attachments for short text is the notepad on  
the RPA

For Datatype - use 
LOV to select from:
(1) Long Text
(2) Short Text
(3) OLE object        
( OLE means to link 
an object from 
another file source)

If the Category is Comment and Data Type is 
Long or Short Text , type text here, save and 
close attachment window
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ATTACHING DOCUMENTS TO RPA cont. 
To attach a document from a non-modern source (slides 30-37):

(2) Right click on mouse in 
the text area and select  
Insert Object

(1) Select OLE 
Object
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ATTACHING DOCUMENTS TO RPA cont.
(3) Select Create New to create a document i.e. MS Word 
to be attached 

(4) Scroll down 
and highlight  
object type then 
select OK

◆ Document can be created from any Object type listed
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ATTACHING DOCUMENTS TO RPA cont.

(6) Close MS 
Word document 
when finished

(5) Type text information 
here

◆ It is not necessary to save attachment as a MS Word file
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ATTACHING DOCUMENTS TO RPA cont.

(7) After closing MS 
Word the typed text 
will appear here

(8) Save and close 
attachment  
window or click in 
the next blank 
Seq# to add more 
attachments
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ATTACHING DOCUMENTS TO RPA cont.

(1) Select 
Create from File

To attach an existing file to an RPA:  Follow sample to attach a
document form non-Modern source to this point then:

(2) File 
location can 
be typed here 
if known or 
select 
Browse to 
find file
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ATTACHING DOCUMENTS TO RPA cont.

If Browse is selected

(4) Scroll to 
find file

(3) Change Drive if 
necessary

(5) Select OK
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ATTACHING DOCUMENTS TO RPA cont.

(7) Display As 
Icon may be 
selected to display 
file as an Icon 
instead of text

(6) File source 
inserted

(8) Select OK

◆ Any attachment can be displayed as an Icon
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ATTACHING DOCUMENTS TO RPA cont.

◆ It is better to attach large documents as Icons.  Icons use less
space and clicking on the Icon will open the document from its 
source file 

(9) Document 
attached as an 
Icon

(10) Save 
and close 
window 
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ATTACHING DOCUMENTS TO RPA cont.

Sample of a text 
document not
attached as an 
Icon

◆ Documents not attached as Icons can be too large to   
display in their entirety

All attachments 
must be saved  
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VIEWING ATTACHMENTS TO AN RPA cont.
After closing the Attachment window and returning to the RPA 
a sheet of paper will appear under the paper clip indicating it 
has an attachment. (It may take a few minutes to appear)   

Double click 
on the paper 
clip to open 
and view 
attachments
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VIEWING ATTACHMENTS TO AN RPA cont.

Click in any area to 
open attachment

If attachment is 
in the form of an 
Icon, click on the 
Icon to open 
attachment

• To print an attachment, open the attachment and select Print  
from the tool bar or from the Action menu
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DELETING ATTACHMENTS

(5) Save your 
changes and close window

(3) Select to remove and keep attachment
in the document catalog for future use 

(4) Select to un-attach and remove the document

(2) Click the delete button on the 
tool bar (red X). 
A Decision window will appear

(1) Select the attachment to be  
deleted or unattached
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ATTACHING A CORE DOCUMENT TO 
AN RPA

(1) Open the RPA and click on 
the “Others” task-flow button

(2) Click on COREDOC, then OK 
to open the COREDOC window
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Click to open list of 
Core Documents. Make 
selection, click exit and 
save your changes

◆ If a COREDOC is attached to an RPA, a “Yes” will appear in the 
COREDOC column of the Civilian Inbox

ATTACHING CORE DOCUMENTS cont.

Click to build or edit an 
existing COREDOC 

or
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ROUTING YOUR RPA

Once RPA is complete,
click on save  

◆ In order to track any RPA that you created, you must
save it to your Inbox at least once before routing it

Selecting No will save any 
changes to the RPA and keep 
it open

In the Decision box, click 
Yes to save and hold in your 
Inbox or to route the RPA to 
someone else
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ROUTING YOUR RPA cont.

◆ Groupbox and Routing List are additional routing options

◆ Update HR, Print Notification and Approval are reserved for RSC use only

◆ Interim Approval is not used

Click to route 
RPA to Your 
personal Inbox

Click to open 
a list of users 
to select from
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MANAGING YOUR CIVILIAN INBOX

From the Navigation 
screen select to 
access Inbox

◆ Do NOT select the Workflow Inbox 
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MANAGING YOUR CIVILIAN INBOX
cont.

Remove “x” to query all actions past and 
present that has been through your Inbox 

Opens notifications 
window to review
information about 
the RPA

Click to open the RPA to view or work action

Once inbox 
appears, press 
F8 or select 
Query Run 
from Query 

menu 
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MANAGING YOUR CIVILIAN INBOX cont.

If a Note or Core Document is attached to an RPA it 
will be indicated in those columns as “Yes”

◆ Creating a new folder(to name your Inbox), and selecting “Always Autoquery”  
will eliminate having to always query (F8) the Notification Summary screen to be 
able to see actions in the Inbox every time it’s opened
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MANAGING YOUR CIVILIAN
INBOX (Message Window)

Clicking the “Open” task flow 
button on the Civilian Inbox will 
take you to the notifications screen

Message box

Displays routing history window

Status of RPA Open (RPA still in your Inbox). or 
Closed (RPA is no longer in your Inbox)

Clicking the Respond button here will also open the RPA
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MANAGING YOUR CIVILIAN 
INBOX (Routing History)

◆ Shows in descending order each user the RPA has been routed to 
and any notes that have been added

◆ Routing History can also be viewed through the History task flow
button on the RPA

Scroll left and right to see 
additional information 
about the action

Last person
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Folder Tool Buttons

Folder tools icon on 
tool bar

Short cut icons 
that can be used 
to  customize 
your inbox and 
create or delete 
folders

When in a “folder”, you will have the option of setting the folder 
up they way you like.  By hitting the “Folder Tools” button, you
will see the screen to the right.
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Folder Tools Descriptions

These can be 
found on page 68 
of the Desk Guide
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SUBMITTING  REPORTS

(1) From the 
Navigation window, 
expand “View” and 
select Submit 
Processes and Reports
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SUBMITTING  REPORTS cont.

(2) The Type 
window should 
display Request

(3) Place cursor on the Name line and click the LOV

(4) List of reports are 
displayed for the user to 
select from
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SUBMITTING  REPORTS cont.

(5) If Parameters are required (i.e. employee’s 
name), a parameters window will appear.  Type 
information or use the LOV 
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SUBMITTING  REPORTS cont.

(6) Parameters 
information will 
populate 

Print Options will 
default to print 1
copy.  Always 
change to “0” if the 
report is for viewing 
purposes only or to 
view it before it is 
printed.  Leaving 
the copy field as 1 
will automatically 
print one copy but 
you will not be able 
to view it before it 
prints

(7) Select Submit 

• Copies will print at your default printer 
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SUBMITTING  REPORTS cont.

◆ After clicking the Submit button the Submission History 
will populate with the requested report information

◆ Consecutive reports can be submitted here 

Submission history

Message line
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VIEWING REPORTS

(2) To view report 
before printing, click 
on Help, scroll down 
and select “View My 
Request”

(1) Select Report to 
be viewed

◆ Reports can also be viewed by expanding Processes and Reports 
and selecting View Reports from the Navigation screen 
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VIEWING REPORTS

When status shows WarningClick to display Report for viewing or 
printing (i.e. a copy of an RPA) 

Uses MS Word to 
display Request Log

Displays Request as 
Pending or Complete
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VIEWING REPORTS

Copy of an RPA 
shown after 
clicking Report 
on the Request 
screen.  Select 
Print from the 
File menu  or 
Click printer 
button to print 

◆ All Reports can be printed or viewed here
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VIEWING EMPLOYEE’S ENTRIES

(1) From the 
Navigation window, 
expand View and 
open - Entries 

◆ Employee Entries includes elements such as Awards, Benefits,   
Pay related information and Within Grade Increases
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VIEWING EMPLOYEE’S ENTRIES

(2) Press F7 or select 
Query Enter from the 
main menu 

(3) Type last name 
% or full name 
then press F8 or 
select Query Run to 
execute Message line

◆ Assignments defaults to Current
◆ The system must be in  a Query mode to find employee’s name
◆ Edits cannot be made to any Element History information

(4) Select after name populates

Change the type of Assignments to view if necessary
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VIEWING EMPLOYEE’S ENTRIES

(5) The Entry 
History screen will 
appear blank.  Place 
cursor in any of the 
blank data fields 
and press F8 to 
retrieve information

Processing Types always defaults 
to Both, change if necessary
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VIEWING EMPLOYEE’S ENTRIES

(6) Scroll through 
Element name 
items
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VIEWING EMPLOYEE’S ENTRIES

(7) Place cursor on Element name item to be viewed 
then click the Entry Value button

Entry Value screen display
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VIEWING EMPLOYEE’S SPECIAL
INFORMATION

(1) From the Navigation 
window, expand View 
and open - People By 
Special Information
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VIEWING SPECIAL INFORMATION

◆ Special Information Types such as Leaves, Appraisals, and  
Adverse Actions can be viewed here

(2) Place cursor here (3) Click on the LOV button

(4) Scroll to 
find Special 
Information 
Type or type a 
% in the Find 
window and 
select Find 
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VIEWING SPECIAL INFORMATION

◆ Field search narrowed as shown using %leave% to retrieve only   
“leave” information to choose from and avoid scrolling through the  
long list

(5) Find can be 
narrowed by typing 
part of the 
information type 
followed by a % in 
the Find window 
and select Find 
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VIEWING EMPLOYEE’S SPECIAL
INFORMATION

(6) Close the flex-
field window or 
complete fields to 
search for specific 
type of information 
and select OK 

(7) Click in Full Name 
column then hit F7 to 
Query.  Type % then 
F8 to query the entire 
data base or type 
partial or full name 
then hit F8 to run 
query



71

VIEWING EMPLOYEE’S SPECIAL
INFORMATION

Using % to query data 
base can be very time 
consuming for anyone with 
access to a large activity.  
Always use partial value if 
possible 
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VIEWING SPECIAL INFORMATION

(7) Scroll to find 
desired 
information (i.e. 
most recent 
Employee Leave 
Info) 

◆ Folder tools can be used here to customize columns
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VIEWING SPECIAL INFORMATION

◆ Changes cannot be made to any information in the viewing area
◆ Only Special Information items can be viewed here

(8) Click on the 
selected item in 
the Details 
column to open 
flex-field with  
more information 
for viewing


